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I. INTRODUCTION 

PROGRAM ANALYST 
GS-343-12 

This position is located in the Office of Enforcement and Compliance Assurance, Office of 
Environmental Justice { OEJ). The Office serves as a centralized unit to deal with 
disproportionate environmental impacts on racial and low-income populations. The Office 
eoordinates communication. outreach, education and training of the public on environmental 
justice issues, provides technical and financial assistance to outside groups on environmental 
justice concerns, provides financial assistance and supports community projects through the 
environmental justice grant programs and serves as a central repository of environmental justice 
information. The Office engages in environmental justice research and demonstration projects; 
as well as overseeing the implementation of Executive Order 12898 and eoordinating activities 
with federal agencies covered by this Order. In addition, OEJ manages and has full 
responsibility for the Environmental Protection Agency's Federal Advisory Committee on 
Environmental Justice and the National Environmental Justice Advisory Council. 

The incumbent serves as a program analyst, supporting all programmatic activities of the office, 
specifically working with the Deputy Director as the program lead for the environmental justice 
grant programs. Working with the Deputy Director, the program lead is responsible for all 
aspects of the grant programs including all reports, procurement actions, database entries and 
general tracking aspects. 

II. MAJOR DUTIES AND RESPONSIBIYTIES 

Provides guidance and technical assistance on environmental justice grant program activities, 
from development of solicitation to grant awards and program evaluations. Research and 
provides technical assistance in the areas of management planning, policy formulation 
implementation, control and coordination of prosrams relating to the Office of Environmental 
Justice. The program lead ensures the organization's strategic plan, mission, and vision are 
integrated in the program's strategies, goals, objectives, and work plans, products and services. 

Researches and provides technical assistance on grant proposals, and contracts in relation to the 
Deputy Director's objectives, the background and purpose of the Agency and its programs, 
existing policies, regulations and laws pertaining to the programs. The incumbent works closely 
with the Budget Officer to ensure that office policies are followed. 

Works in conjunction with representatives of the media programs to develop an appreciation of 
agency pollution prevention, clean up and regulatory activities and to help foster an increased 
sensitivity within these programs to Environmental Justice activities. 

Advises the Deputy Director on the impact of management policies being considered for 
implementation and analyzes alternative policies and recommends courses of action . 

• 



Represents OEJ in conferences, interagency meetings, task forces and a variety workgroups. 
Responsible for coordinating purchase requirements and for developing agenda items, 
presentations and related conference materials for the conferences and meetings which are the 
responsibility of the Office of Environmental Justice. 

Develops information, evaluates findings, prepares reports and makes recommendations to be 
Deputy Director through written and personal briefings. 

Responsible for providing technical recommendations to the Deputy Director by working with 
staff to analyze various public environmental laws and the legislative issues surrounding these 
laws to help develop and recommend the Agency's position on environmental justice issues. 

Ill. EVALUATION FACTORS 

Factor 1 - Knowledge Required by the Position Level 1-7 1250 points 

Knowledge of the principles of environmental justice and their impacts on minority groups and 
communities in order to apply analytical and evaluative techniques in the identification, 
consideration, and resolution of issues and problems of a procedural or factual nature, involving 
the application of analytical and evaluative techniques in the identification, consideration, and 
resolution of issues and problems of a procedural or factual nature. 

Comprehensive knowledge of qualitative and quantitative techniques for researching, analyzing 
and measuring the effectiveness, efficiency, and productivity of the activities within the Office of 
environmental Justice, sufficient to support the negotiation, planning, scheduling and conduct of 
projects and studies to evaluate and recommend ways to improve the effectiveness and efficiency 
of work operations within the office of Environmental Justice .. 

Skills in conducting a wide variety of analytical studies of the assigned activities in order to keep 
senior management apprised of progress in meeting objectives. 

Factor l -Supervisory Controls Levell-4 450 points 

The employee and supervisor develop a mutually acceptable project plan which typically incudes 
identification of the work to be done, the scope of the project, and deadlines for is completion. 
The Deputy Director provides guidance as deemed necessary. Within !he parameters of the 
approved project plan, !he employee is responsible for planning and organizing the study and 
canying out !he work, independently. The employee informs the supervisor of potentially 
controversial findings, issues, or problems with widespread impact. Completed assignments, 
projects, reports, or recommendations are reviewed by the supervisor for compatibility with 
organizational goals, guidelines, and effectiveness in achieving intended objectives. 

Factor 3 - Guidelines Level3-4 450 points 

Guidelines are broadly stated and nonspecific, general administrative policy. e.g., broad policy 
statement and basic legislation, which require extensive interpretation are available. The 



employee exercises considerable judgment in interpreting and adapting guides that exist and in 
developing new hypotheses, approaches 01' concepts not previously used. 

Factor 4- Complexity Level 4-4 225 points 

The work involves gathering information, identi:tying and analyzing issues, and developing 
recommendations to resolve substantive problems of effectiveness and efficiency of work 
operations in the environmental justice program. The work requires the application of qualitative 
and quantitative analytical techniques that frequently require modification to fit a wider range of 
variables. The work involves refming existing work methods and techniques for application to 
the analysis of specific issues or resolution of problems. 

Factor 5- Scope md Effect Level 5 -4 225 points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of program 
operations of the environmental justice programs. The incumbent assesses the productivity, 
effectiveiiCSS, and efficiency ofadministmtive programs and/or analyzes and resolves problems 
concerning administrative matters. Recommends criteria to measure and/or predict the 
attainment of program or organizational goals and objectives. Contributes to the improvement of 
productivity, effectiveness, and efficiency in program operations and/or administrative support 
activities at different echelons within the organization. 

Work affects the plan, goals, and effectiveness of administrative programs and processes as well 
as programmatic missions and programs. 

Factor 6 - Personlll Contacts Level6-3n-c 180 points 

The employee will be required to interact with congressional staff members and to work with 
high ranking officials from outside EPA to facilitate a participatory program of environmental 
justice .. Personal contacts are with top management of the policy making level, other EPA 
policy analysts and experts, representatives of communities, academia, state and local 
government, environmental justice activities, tribal government and with counterpart program 
and policy analysis from other government agencies. The employee will represent the Office on 
inter and intra agency task forces and at national councils and conferences. 

Factor 7- Purpose of Contacts Level 7 -C (See 6 above) 

The purpose of the contacts is to facilitate decision-making on EPA's involvement in 
environmental justice projects. The purpose will be to influence managers or other officials to 
accept and implement findings and recommendations on program effectiveness. The incumbent 
may encounter resistance due to such issues as organizational conflict, competing objectives, or 
resource problems. The work will involve active participation in conferences, meetings, hearing, 
or presentations involving problems or issues of considerable consequence or importance. 

The employee will be responsible for influencing, motivating and convincing persons from local 
communities, industry and interest groups to obtain the desired effect, such as agreement on 



Extramural Resources Management Duties Checklist 
ThiJ chedlm must be us~d '14'1111 Dll PD.s to tdttntify tl~<: p.!rc~ntuy.~ of tum: w1 cmplo_1 C.'C u l'llJ U/lc.'J m Jut1t:.s r.:/utttu tu manuKmg L'tJIIIr«u. ~:rWIIJ. C'OOpf!rutn·e agref!mf!-11/S. und lnteragenC) agrer:m.:nts For pwmom r.:q uin ng peiformance of these dutus for 2 i % or "'on uf thl! ~~~~plo,1·f!4!.f time. in uddiiiOiliO th11 chedthst, sud 1 dull.:~ ""'ll ul.w b.: clr:lcrtbed in tht: hod\ (major dutia aria) of tile I'D 

ployee Information Percentage of ime Spent on Extramural Reaourcu 
Management 

Name Jacob Burney 

Position Number 'C3 . "" "") 
) , I 0'\ 

Series/Grade 

Organtzabon Office of Environmental Justice 

This position has no extramural resources 
m~nagement responsibilit ies. 

__ Total extramural resources management duties 
occupy less than 25% of time. 

X Total extramural resources management duties 
occupy 25% to 50"~ of time. These duties are 
mdlcated below and descnbed In the position 
descnpt1on 

__ Total extramural resources management dut1es 
occupy more than 50% of t1me. These dut1es are 
indicated below and descnbed in the position 
descnption 

nt to ,a position dHcrtptlon the followm~ sig"Jtures 1re required· 
Supervlaor'a Signature --..'!l.,t...ll~~ .......... .;,ltf.~~~L------ Date / , .)., 
Personnel Speclallst'a Signature 3 2D1.h h 
Plrt 1. ContrKts Management DutiH 

Pre-award~ _ _ _ _ 
Plans Procurements 
EsbrNtes Costs 
Ob~lns funding committments 
Prepares procurement requests 
Writes statements of work 
Reviews statements of wof'1( 
Processes unsoliCited proposals 
Responds to pre-awilrd lnqu1ries 
Participates 1n pre-award conferences 
Conducta technical evalu1t1on of proposals 
Partic1patea in debnefing/protests 
Other (lists) 

Poet-award: 
Prwpares delivery oroers 
Reviews contractor work plans 
Reviews contractor progress reports 
Monitors govemment-furnished property 
MonitorS cost. management and overall techniCal 
performance of contract after award 

__ Monitors management and performance of 
_ delivery orders/work ass1gnments after award 

__ Defines scope of work for work assJQnments 
_ _ Approves payment requests of ACH drawdowns 
__ Manages cost-felmbursement contracts 

Rev1ews 1nvo1Ces 
__ Inspects and accepts deliverables 
__ Other (list) 

Close-out: 
_ Wntes reports on contractor performance costs. 

and tasks performed 
_ _ Reconciles payments with work performance 
__ Closes-out payments 

Performs cost accounting 
--Provides ass1st1nce to Contractmg Officer tn 

settling cla1ms 
_ _ Other (hst) 

Percent1ge of Time Spent on Contracts M1nagement 

___ % 

Coo tin 



Put 2. Gram./Coopeqtlve AgrHmenta Duties 
PAHppllcation/Application· 
_x_ Prepe,.. IOiicitallon for proposals _x_ ldlntJfiel potential gi"WWtees for areas of program emphasis 
_x_ Makes initial detllrminations (whether proiect 1s procurement ot aalatance, whether agency hes legal authority, whether applicant is eligible, whether funding is .vailable. etc.) _x_ Provides administrative information to applicants _x_ o.tennlnes appropriateness of applicant's workplanlactivlbeslbudget and compliance with reg~tions end IJUideftnes and negotiates changes with applicant 
_x_ Asststs applicant In resolving Issues In applicatiOn _ x_ For c:ooperabve agreement. determines 

substantial Federal lnvoiYement and develops a condition for agreement 
_ x_ Negotiates le¥el d funding 
_x_ Conducts aillt vtsHs to evaklaee program capabtUty X Serves • rnoun:e 1D ~Panel = x_ Inform• applicants of flJndlng dedslons _ other (list) 

Aw.rd: 
_ x_ Preplllft funding package, Including Decision 

Merna"• !dum 
_x_ Obtain~ concurrences/approvals __ ReYiewllconcurt In completed document _x_ Establishes profed file __ Other Olst) 

Project Management/Administration: _x_ Monitors tK!pienrs activities and progress x Revt.ws reports end dellverabtes and noCifles - - ,.apllnt of comments 
_x_ Pf'O'IIdel tKhnlcal assistance to recipients 

Part 3. lnt.naencY Agreementa DutiM 

Pre-.Ag,...,..,t 
Ptenl and ~tea wonc effort 
EstlmMH COita 
Obeai'lt f\lndlng commitments 
Preplres commitment notice 
Writes or l"rrle'NNICOpe of WOf1c 
Responds to ~reament Inquiries 
Participates In pre-agreement conferences Coordinates with lppt'Opriete ttaff In deve.oping Independent ~ment Coat Eatimatn (IGEs) Negotiates and anawes eqcutlon of Supeffund St8te Conncta (Supetfund only) 
Performs tllehnlcal evaluation of wort plan and budget 
Prepares f\lndlng package and obtains necessary concurrences 
Other (let) 

Project Management/Admlnlltrltion. 

__ Reviftl progms raportslfinanclll reports 

_x_ Advises Grants Management Offtc:e of potential problems/issues 
_x_ Participates In decision/actions to ensure suooessful project completion and In decisions to impose sanctions 
_ x_ Approvu payments requests or ACH drawdowns _ x_ Reviews requests for modifications. additional funding, etc. and makes reoomme~tlons to Grants Management 01ftce _x_ Negotiates amendments 
__ Reviews CosVPr.ce/Analys;s for reciprent 

contntctslchange orders (Superfund only) _ x_ When necesaauy, recommends terrr.lnat10n of the agreement 
_ x_ Resolves with Grants Management Office administrative and financial issues _ x_ Condue1s periodic reviews to ensure compliance with agreement 
_ _ Other (list) 

Close-<>ut 
_x_ Certifies deDverables were satisfactory and timely _x_ Provides assistance to recipients and G1'8nts Managem.,-.t Ot'ftce to enture timely doleout _ x_ Reconchs payment with wont performed _x_ Notifies recipient of close-«<t ~Wqulrementl _x_ Obtains legll aasistance if necessary ID resolve Incomplete dose-out 
_ x_ If project is a~dited, responds to inues and ensures recipient complies With audit 

recommendations 
__ Other (list) 

Percentage of nma S.,.nt on Granta/Cooperattva AgrHmenta Management 

r---1 -----.. 0 I 

Monitors cost management 111d overaU techn~ perforTMnce 
Participetea in decisions ebout project modlftcationlten'nlnation 
Conducts per1odlc review of Supeffund State contracts payment receipts (SJperfund only) lntped:a and accepts deliverables 
Other (list) 

Close-out 
Reviews final report 
Oeddes on disbursement of equtpment Reconc:llu payments with wot1c J*formed Reviews Superfund Stata Contracts to ensure full reimbursement (Superfund only} 
Certifies deliverables 
Resolves close~ut lssu85 with Grants Management Oftk:elother agency 
Other (list) 

Ttme Spent on Interagency Agreamtnta Management: 

D % 


